
0-16-010 

ORDINANCE 

ADOPTION OF AMENDMENTS TO MERIT EMPLOYEE RULES AND 
REGULATIONS EFFECTIVE JULY 1,2016 

CITY OF NASHUA 

In the Year Two Thousand and Sixteen 

The City of Nashua ordains that Chapter 50 "Personnel" be further divided as follows: 
Part 1 "Personnel Administration Merit System" shall contain Articles I through X, and Part 2 
"Grievance Procedure for Handicapped Persons" shall contain Article XI. 

In Part 1 "Personnel Administration Merit System", Article I "General Provisions", 
Section 50-7 "Merit Pay Compensation System", delete the struck-through language and add the 
new underlined language as follows: 

"§ 50-7. Merit Pay Compensation System. 

A. The merit pay compensation system set forth on the "Merit Salary Schedule 
(Appendix A) and Merit Employee Rules and Regulations" effective July 1, 204416, is 
hereby adopted." 

A copy of the amended "Merit Salary Schedule (Appendix A) and Merit Employee Rules and 
Regulations" showing new underlined language and deleted struckthough language is attached. 

Merit employees that are currently in steps 1,2, or 3 will be placed on step 4 of the new grid. 

Merit employees that are currently off the grid will be placed on the new grid on the step that is 
closest to but greater than their current salary. 



LEGISLATIVE YEAR 2016 

ORDINANCE: 0-16-010 

PURPOSE: Adoption of amendments to Merit Employee Rules and 
Regulations effective July 1,2016 

SPONSOR(S): Alderman-at-Large David W. Deane 

COMMITTEE 
ASSIGNMENT: 

FISCAL NOTE: The cost to place employees currently off the existing grid onto 
a step on the new proposed grid that is closest but higher than 
their current salary and place employees in step 1,2 or 3 up to 
step 4 is $35,047. 

ANALYSIS 

Under NRO 50-3, the merit system may be amended by ordinance. For all amendments 
introduced by the Board of Aldermen, the views of the Director of the Financial Services 
Division, the Human Resources Department and the Personnel Advisory Board with the Mayor 
shall be sought with respect to each amendment or change. 

This legislation makes approximately twenty changes to the Merit Employee Rules and 
Regulations as shown on the attached Rules and Regulations with underlines and strikethroughs. 
The legislation changes the merit compensation and Merit Salary Grid by removing the three 
lowest steps, adding six steps at 2.9% for each step, and changing the annual increase for 
employees off the grid to a lump-sum payment. 

This legislation is substantially similar to 0-14-017, on which no action was taken before the end 
of the 2014-2015 legislative term. 

Approved as to form: Office of Corporation Counsel 



MERIT EMPLOYEE RULES AND 
REGULATIONS 

EFFECTIVE JULY 1, 204416 

The City of Nashua reserves the right to amend or revoke any of the provisions of 
any of the benefits, terms and conditions of employment provided herein. The 

| benefit package shall not be construed as a contract of employment. 

| MERIT EMPLOYEE RULES AND REGULATIONS 

INTRODUCTION 
This document applies to employees covered under Chapter 50 "Personnel", Part 1 "Personnel 
Administration Merit System"» Article 1 "General.Provisions", Section 50-4 "Personnel covered" 
of the Nashua Revised Ordinances. 

EMPLOYMENT 
Work Schedule 
An employee's work schedule is determined by his or her division director based on the 
operational needs of the city/department. The city has the right to make changes in work 
schedules and assignments, as it deems necessary. Variations from the standard 8am-5pm 
schedule require the written permission of an employee's Division Director. 

Attendance 
Employees are responsible for their attendance. Employees who know in advance that they will 
be late or absent shall notify the department manager prior to the date in question. An employee 
who fails to notify the department manager of their absence will be deemed absent without leave. 
This absence may be without pay and subject to disciplinary action. "Buddy Punching", time 
stamping at a clock or on a computer for another employee^ is strictly prohibited and may subject 
both employees to progressive discipline up to and including termination of employment. 

Equal Employment Opportunity (EEO) 
The City of Nashua is an equal opportunity employer. EEO applies to all terms and conditions of 
employment, that is hiring, placement, promotion, termination, layoffs, recall, transfer, leaves of 

| absence, compensation, training, and all illegal harassment. 

Probation Period 
Newly hired or promoted employees must successfully complete a six-month probationary 

| period. 

Performance Evaluations 
Employees will receive an annual evaluation at the completion of the fiscal year. The direct 
administrative support staff in the mayor's office will receive an annual evaluation on the 
anniversary of their date of hire. In addition, all newly hired, or promoted employees will receive 

| an end of probation performance evaluation. 



Personnel File 
Employees are entitled to review their personnel file during normal office hours with adequate 
notice to Human Resources. Authorized personnel/representatives will be required to sign a form 
in order to review personnel files. 

Vacancies 

Designated vacancies will be posted for a minimum of five workdays. 

Promotions 
Selected candidates will be placed on the designated grade of the attached Merit Salary Schedule 
(Appendix A) one step above the salary equal to or greater than their current salary just prior to 
the effective date of the promotion. 
The hiring source may elect to place the candidate no more than two (2) steps above this 
requirement. Under extraordinary circumstances, the Mayor may approve further adjustments 
and the Mayor shall notify the Board of Aldermen in writing when this privilege is exercised. 

Employees who do not serve a successful probationary period may, at the discretion of 
management, be returned^ or request to be returned, to their former position if that position is 
available or to a similar position if available. 

Reclassification 
A department manager, division director, or an employee through his or her respective 
supervisor may request a review of their position classification by submitting a position 
description form (PDF) to Human Resources for evaluation. 

In the event that a position is reclassified to a higher grade classification, the compensation will 
be determined within the attached Merit Salary Schedule (Appendix A) by placing the employee 
on the designated grade one step above the salary equal to or greater than their current salary. 

The hiring source may elect to place the employee no more than two (2) steps above this 
requirement. Under extraordinary circumstances, the mayor may approve further adjustments 
and the Mayor shall notify the Board of Aldermen in writing when this privilege is exercised. 

Demotions 
Demotions may be voluntary or by administrative directive. Compensation is determined by 
crediting the employee with the number of years spent at the higher grade and then adjusting his 
or her salary to a step within the lower grade. 

Seniority 
City seniority is defined as continuous service either from the date of hire or rehire. Department 
seniority is defined from either the date of hire or transfer into the department and shall be given 
due consideration with regard to choice of vacations and layoffs. 



Discipline 
The city has the right to discipline or discharge employees for cause. Discipline shall be 
corrective in nature and ordinarily utilized progressively. Disciplinary actions normally follow 

| the order of (1) written warning; (2) suspension without pay and (3) discharge. 

The severity of any particular infraction may warrant deviation from the cited steps, for example 
| willful destruction of property, theft, falsification of records, fighting, etc. 

Grievance Procedure 
Employees, who have completed a successful probationary period, have the right to discuss a 
grievance with their supervisor within 10 days of the event giving rise to the grievance. The 

| supervisor then has ten (10) days to render a decision. 

If an employee is not satisfied with the decision, he or she may file a written grievance with the 
department manager within ten (10) workdays of receipt of the supervisor's decision. The 
employee and the department head must discuss the issue(s) within ten (10) workdays of the 
submission. The manager must render a written response within ten (10) workdays of receipt of 

| the submission. 

If an employee is not satisfied with that decision, he or she may file a written grievance with the 
division director, who may elect to involve the elected board/commission. The division director, 
in conjunction with the Human Resources Manager, shall discuss the merits of the grievance at a 
meeting to which all interested parties are welcome to attend, including any representative of the 
employee. The division director then has ten (10) workdays from hearing the grievance to render 
a written decision. Employees who are not satisfied with the decision of the division director 
may appeal within ten (10) workdays of receipt of the division director's decision to the 

| Personnel Advisory Board (PAB). 

Personnel Advisory Board (PAB) 
Employees who are not satisfied with the decision of the division director may file a written 
appeal with the PAB within 10 workdays of receipt of the division director's decision. The PAB 
shall hear the grievance and render a written recommendation to the Mayor within 30 workdays 
of the hearing. All recommendations will be advisory except in those instances of discharge 
when an employee demonstrates that the discharge was based on race, color, religion, sex, sexual 
orientation, age, national origin, disability, marital status or political affiliation. Under the above 

| stated exceptions the PAB may order the employee reinstated. 

Resignation 
Employees are considered to have resigned in good standing provided they have given a two (2) 

| week notice or the department has waived the timeframe. 

Employees who have failed to notify the department manager of an absence in excess of two (2) 
pay periods, failed to report to work at the end of an approved leave of absence, or fails to return 
to work when recalled from layoff upon official notice from the city, will be considered to have 

| abandoned (voluntarily resigned) their position. 



Termination 
Direct administrative support staff in the mayor's office will serve an indefinite term at the 

| pleasure of the mayor. 

Exit Interview 
| Employees whom, either voluntarily or through an administrative action, leave the employment 

of the city must meet with Human Resources to return all city property, review their benefits and 
to be informed of their rights to COBRA health benefits as required by law. All City property 
must be returned at this interview. 

Recall 
Employees who through no fault of their own are laid off from their position will be placed on a 
recall list and given preferential consideration for like positions with due regard for 
city/department seniority and past performance. Laid off employees will remain on an 

| established list for a period not to exceed two years. 

Retired Employees 
No person who is receiving or is eligible to receive a pension, as a result of prior service in the 
employment of the city, or a pension which is or has been funded in whole or in part with city 
funds, shall be hired or rehired unless such person agrees in writing to a remuneration reduced by 
the amount of ihe pension. Retirees are eligible to participate in the city's health and dental plan 

| at full cost to the retiree. 

Medical Examinations 
A Pre-employment physical that is considered to be a condition of employment will be 

| conducted by a physician designated by the city and will be paid for by the city. 

A Fitness for duty/return to duty physical may be required. Fitness for duty physicals will be 
| conducted by a physician designated by the city and may be paid by the city. 

City Property 
City owned or leased equipment is for city business purposes only. Any violation will be subject 

| to disciplinary action. Personal calls on city telephones shall be kept to an absolute minimum. 

COMPENSATION 
Compensation for all merit employees shall be in compliance with the Merit Salary Schedule 
attached in Appendix A. Although the city discourages the payment of stipends, fees and 
additional compensation, it is recognized that there may be instances when such payment for 
services, which are deemed not to be part of an employee's normal job duties, is in the best 
interest of the City. The Board of Aldermen shall receive written notification on a quarterly basis 

| of any and all such stipends, fees, and additional compensation paid to any merit employee. 

Merit Salary Schedule 
Grades One through twenty as shown as Appendix A 

| Steps QneFour through sovonteentwenty-three as shown on Appendix A. 



Merit Pay Program 
Newly hired employees may receive a starting salary within the job classification grade on the 
attached Merit Salary Schedule (Appendix A). Recruitment should be based on the documented 

| education and/or experience he/she brings to the job. 

Employees who are hired or promoted after July 1 st but before December 31 st of each calendar 
year will be eligible for a one step advancement within their job classification on July 1st of the 

| next year provided he/she attains a satisfactory performance evaluation. 

Employees who are hired or promoted between January 1 st and June 30th will not be eligible 
until they have completed an entire fiscal year. 

Direct administrative support staff in the mayor's office will be eligible for a one step 
advancement within their job classification on their annual anniversary of their date of hire 

| provided he or she attains a satisfactory performance evaluation. 

An employee who has reached the maximum step within his/her designated grade, and has 
attained a satisfactory performance evaluation, shall be eligible for q salary inoreasoan annual 
lump sum payment equal to the three (3) year average of the CPl-U Northeast. 

Classification and Compensation 
Compensation will be determined by the designated grade and step within the attached Merit 
Salary Schedule (Appendix A). The Mayor, through the Board of Aldermen, may grant a cost of 
living adjustment to all merit employees. Any changes to the Merit Salary Schedule shall be 

| approved by the Board of Aldermen before taking effect. 

Overtime 
Overtime will be compensated in accordance with the Fair Labor Standards Act (FLSA). 
Employees classified as exempt shall not be entitled to the overtime provisions set forth in 

| FLSA. 

Payroll Deductions 
Employees are paid on a weekly basis. All required deductions, such as State, Federal, court 
ordered, and voluntary deductions are automatically withheld from the employee's paycheck. 
Employees may elect to enroll in the Dependent Care Program, Flexible Spending Account, 

| United Way, US Savings Bonds» Short Term Disability Roth IRA. Credit Union and Deferred 
Compensation Program. Employees assigned to the Division of Public Works who are members 

| of the DPW retirement system, hired after 4/1/86 are subject to a Medicare deduction. 

Working Out of Classification 
When it is determined that an employee is assigned to the functions of a vacant higher 
classification, the affected employee shall be eligible for the promotional rate of that 
classification provided he/she has worked a minimum of four (4) hours in any one (1) calendar 
day for an accumulated period of forty (40) hours within a twenty-four (24) month period. Once 


